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ay Procurement 
: a The Personnel Division, Persomel and Administrative Branch, CIG, 
_ | is charged with: 
(2) Maintaining, in coordination with the Finance Division, current 
datn showing authorized existing vacancies (both grades and positions 
in all CIG offices and Staff Sections. 
' | | (2) Close and constant coordination with CIG offices and Staff 
| 2 Sections to determine priority of personnel requirements to in-— 
| Sure continued efficient operatione 
| (3) Obtaining from the Civil Service Commission approval of job 
a 7 classifications covering allvCIG civilian positions requiring 
such approval. ' 
(4) Determining, and maintaining constant contact with, all avail- 
able potential pounce SOF qualified individuals to fill authorized 
| CIG vacancies. Such contacts will. be continually exploited to the 
extent necessary to insure availability of qualified individuals 
to fill vacancies as they occur, 
(5) Close coordination with the Security Division, Perscnnel md 
Administrative Branch, CIG to expedite to the fullest possible 
extent all action in. connection with final security clearance of 
prospective ésistioyaiae 
i - (6) Initial contact with prospective employees and expeditious 
. completion of all administrative action required to employe those 
. ae found qualified to fill Bu orized vacanciese | 
(7) Obtaining approval of appropriate Office or Staff Section ¢ : 
| ‘Head prior to hiring any employee to fill an authorized vacancy, ) 
<eebeae for aoc and administraté-ve poet tiene in grades CAFH1 
to CAF—5, dneluaive, which may be filled without reference ‘to. he 
Office or Staff Section concerneds ; | : 3 ? | ; 
be Office and Staff Section Heads are charged with: 
VT) ‘Initiating Forms Noe 37-8 (Recrui tment Request) in triplicate, ‘ 
oe personnel requirements to fill essential authorized vacari- 


_ cies, and. ‘37-3 (Personnel Actsion Request) in duplicate, covering. 


SRD lad gat ok cia dws fate ee 


employment of acceptable individuals, and routing the forms ‘to O.. 
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(4) Personnel Division will initiate all rejection notices to 


applicantse | - bee. 4 4 


“ 
(2) Final interview and acceptance or rejection of prospective 
employeos 1 fill vacancies under their jurisdication, except 
clerical and administrative personnel to be appointed in grades 
CAF-L to CAF-5 inclusivo. 
(3) Providing Bayics and assistance in the preparation of job 
classifications. 
(l.). Maleing no commitments regarding employment or salary to 
individuals who may be contacted dirvetl, prior to reference to 


Personnel Division. 


Complete Forms 57 (Application for Employment) and 38-1 (Personal 
History Statement) will be obtained from prospective employee by 


Personnel Division. 


. Jn cases where clerical and administrative positions in grades 


AF-1L to CAF~5 inclusive are involved, qualification of applicanh 
to hold position will be determined by Personnel Division » and, if 
found qualified, Form 38-1 er to Security Division for security 
clearancce 
In cases other than those specified in par. 2b above: 

(1) Forms will be sent to Office or Staff Section when appropriate 
vacancy exists requesting recommendation for or against eer 
and, if aecopeenie. indication °f grade and position to be filled, 
(2) Upon return of papers to Personnel Division, if applicant is 
acceptable , final determination of qualifications to fill grade 
and position recommended will be made and Form 38-1 sent to 
Security Division for security. clearance. 


(3) CaPSe. involving Re See ne euent between the using agency and 


the Personnel Divapion will be. sent by the Executive for Personnel 


and Administration, together with full statement of facts, to the. . 
Executive Director for decision, if the Executive for Personnel 
and Administration cannot arrive at an agreement with the 


requesting offices 


(1). Inmediately upon receiving security clearance, action to com 


pio. employment, processing will be expedited by Persomel Division 


Hi 
; 
| : | hae oe 
and employee assigned. _ : ee ioe 


OR aur cs 
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priate notifiention will be sont to applicant by Personnel Division 
and seh | 

(3) Any disagreement between Security Division and/or Personnel 
Division and Office or Staff Heads will be referred to the Execu- 
tive Director for detetch: in the event the Executive for 
Personnel and Administration cannot arrive at an agreoment with the 
requesting office, 


Personnel Division will obtain sufficient information from the 


Finance Division to keep budget restrictions on personnel procurement current 


at all times, Individual cases will not normally be referred to the Biiante 


Division for clearance. 


Ln 


“Be 


Approval of Personnel Actions. 
a> Delegation of Authority dated September 6, 196, signed by the 
Director Central Intelligence authorized the Chief, Personnel 
Division, to approve personnel actions for the CIG. It is the 
responsibility of the Chief, Porsonnel Division, to ascertain that 
CIG policy and the standards established by the Civil Service 
Commission are observed in connection with the employment of all 
vouchered civilian cmployces. 
be (1) The Chief, Personnel Division, Personnel and Administrative 
Branch, may take final action for the Director in cases involving 
grades CAF-1 to 12 inclusive, and P-1 to P-5 inclusive, tfro- 
vided the head of the interested Office or Staff Section concurs, 
(2) The Executive Director must Se ee Director 
final hiring in all eases inveiving grades from CAF—13 to 
CAF-15 inclusive, and P-6 to P-8 inclusive. Concurrence of |... 
the head of the interested Office or Staff Section will be 
obtained by the Personnel Division peor to epgecntat ton to 
the Executive eee for decision. 
(3) Any doubtful cases and those eae disagreement between 
the Porsonnel Division and the Office or Staff Section Head 
concerned, will be referred to the Executive Director for 
decision, in the event the Exccutive for Personnel and 
Administration cannot regen a staisfactory agreement, with 
the requesting offices . na 


Transfers and Reclassification of Positionse 


Action to Secure - > reclassification of established d positions | and a 


| / “ApprosSGRB? Release 2001/07/16 cia-rpP8i-od778R000100050044-1 : 
j _. handled generally dn the Same manner as indicated above ) except for 
| | | sceurity chock. No action on the part of individuals or Office and 
| | Staff Hoads is required to effect automatic within grade salary increases. 
' | be Torminations. | 
| Request for termination of omployment in the case of any 
| cniployee will be initiated by the appropriate Office of Staff Section 


Head on Form 37-3, and forwarded to the Personnel Division accompanied : 


i 
: by a detailed! statement of the reasons for recommending terminations 
Upon receipt of such request, Personnel Division will take appropriate | 
action in accordance with existing regulations, 
i | 25X1A 
“i : FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
| | 
Deput:y Ixecutivo for: Porsonn 
ond Administration... a 
a HOTE: This document is classified "SUCRET" only because 
of the subject rather than the contents. 
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. 25X1A 
1. Procurément | = : | 
a in 25X1A 


WE 


The Personnel Division, Pers¢tinel and .\dministrative Branch, CI, 
is charged with: * 


“@) Maintaining, : in coordination with the Finance Division, current 


date evens authorized existing vacancies (oth: tapes and’ "positions 
yer 5 


rs “in all orf offices and Staff Sections. 9 ."} | A f 
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(2) ‘those and constant coordination with’ cithottices and Staff 


Sections; Mg determine priority of persorindi. re ents’ to’in- 25X1A 


a pa ee 


; a, . 
y s ay, 
sure continued | efficiont operatione Koge f 
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ce Commission ee of job 
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) (3) obtall ing 


! : : “iy, note nee Pets f\ Peer se 
- tne? Classifications vilian positions requiring “ 


such approval. 


v4 : 
! (4) Deferminin onstant confact with, all 
| | svle/fotentiat pinbivi cual he fill a 


Ran aes contacts WiLL) be. eebinuea ty exp] Sted to the 


\ to “iat vacenviecs as they ot eCUre 
6) ‘Close coordination \with tine ere Cen Perscnnel amd 
Administrative Branch, CIAP to expedite“to the fullk st possible 
extent all action in connection with final Secon clearance of 

prospective employees, 
(6) Initial contact eth prospective employees and expeditious 


completion of all administrative acne required to employe those 


i ad found qualified to fill authorized vacancies. | 

(7). Obtaining approval of appropriate Office or Staff Section 
- Head prior to hiring any employee to fill an authorized vacancy .s,. 
except for clerical and administrative positions in oe CAF=1 
to CAF—5, inclusive, which may be pe eetoue reference to the 


Office or ‘Staff Section concernede 


(1) Initiating Forms Noe 37-8 (Recruitment Request) in triplicate, 


if 

ae . | 
Cie aes bs Office and Staff Section Heads are charged with: . 

ibs ; ; : ; 

t 

| 
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Sowering personnel. requirements to fill essential authorized vacan— 


ae ee 


cies, and 37~3 (Personnel Action Request.) in duplicate, covering. 


oe Lhe *s cemployment of acceptable individuals , and sous the forms to 
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(2) Final interview and acceptance or eeeseoiGl of prospective 
sreteess to fill vacancies under their jurisdication, except 
elericer aid administrative personnel to be appointed in grades 
CAP-L to CAF~5 inclusive. | 


(3 ) Providing advice and assistance in the preeuee of job 


* clas sifications. 


(4) Maleing no commitments regarding employment or Salary to 
individuals who may be contacted dircetiy prior to reference to 


Personnel Division. 


20 Processing Procedures, 


ao Complete Torms 57 (Application for Employment) and 38-1 (Personal 


. 
we 
Ses 


History Statement) will be obtained from prospective employee by 
Personnel Division. 

In cases where clerical and administrative positicns in grades 
CAF—L to CARS inclusive are involved, qualification of applicant 


to hold position will be determined by Personnel Division, and, if 


ford qualified, Form 38-1 sent to Security Division for security 


clearances 
In cases other than those specified in par. 2b above: 
(1) Forms will be sent to Office or Staff Section when appropriate 


vacancy exists requesting recommendation for or against employment 


. and, if acceptable, indication of grade and position to be filled, 


(4), Poreonnéi Division will initiate all pesca notices to 


- applicants. 3 | , ne : 


ip 


‘plete oun loyneny processing will be: expedited by Personnel Division. 


(1) Innediately upon receiving security clearance, action to com— ee 


Fi rs Release 2001/07 


(2) Upon return of papers to Personnel Division, if applicant is 
acceptable , final determination of qualifications to fill grade 

and position recommended will be made and Forn 38-1 sent to 
Security Division for securi ty clearance. 

(3) Cases involving disagreencnt between the sine agency and 

the Fersonnel Division will be sent by the ee for Bereonniel 
and Adnini stretion, together with full statement of facts, to the 
Executive Director for decision, if the Executive for Personnel 
and Administration cannot arrive at an agreement with. the 


pecuee ting. office. eg Ba ee i 7 


and 1 omployee assigned. 
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priate notification will be sont to applicant by Personnel Division 

and caso closed. 

Oract , | (3) Any disagrcement between Baeu ty Division and/or Pencernied 
Division and Office or Staff Heads will be roferred to the Exccu= | 
tiga. Mecetus for decision, in the event the Executive for 
Personnel and Administration Saree arrive at an agreement with the 
decudeting offices 

3e Personnel Division will obtain sufficient information from the 

Finance Division to keep budget restrictions on personnel procurement current 

at all times. Individual cases will not normally be referred to the Biignte 

Division for clearances 

his Approval of Personnel Actions. | 
a> Delegation of Authority dated September 6, 196, signed by the 


Director Central Intelligence authorised the Chief, Personnel 


Division, to approve personnel actions for the Cif It is the 
responsibility of the Chief, Forsonnel Division, to ascertain that 
Ciffpolicy and the standards established by the Civil Service 
Commission are observed in connection with the employment of all 
vouchered civilian omploycese 
Be (1) The Chief, Personnel Division, Personnel ava Nanni serait es 


Branch, may take final action for the Director in cases involvinrs: 


grades CAF-1 to 12 inclusive, and P=1 to P-5 inclusive, [x o- 

Ye ig . : vided the head of the interested Office or Staff Section concurs. ae 
| | . (2) The Executive Director must approve for the Director 

final hiring in all cases involving grades from CAF-13 to 

CAF-15 inclusive, and P-6 to P+8 inclusive. Concurrence of __. 

oe head of the interested Office or Staff Section will be 

obtained by the Personnel Division prior to presentation to 

the Executive Director for Bectevone 7 


(3) ane douperel cases and those involving disagreement between © 


ca Personnel Division and the Office or Staff Section Head - 


* See Seon ? 
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concerned, will be referred to the Executive Director. for 


| decision, in the event the Bxocutive for Personnel and as 
Administration cannot reach a staisfactory agreencnt with 
‘the requesting offices 


oe ‘Transfers and Reclassification of Positions. 


. Action to. secure reclassification of established posi tions mad 
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handled generally in the same manner as indicated above » except for 

security checks No action on the part of individuals or Office and 

Staff Heads is roquired to effect automatic within grade salary increases. 

6. Terminations. | 
Request for toiminaticnét employment in the case of any 

employee will be initiated by the appropriate Office of Staff Section 

Head on Form 37-3, and forwarded to the Personnel Division accompanied 

by a detailed statement of the reasons for recommending, terminations 

Upon receipt of such roquost, Pereenan Division will take appropriate 


action in accordance with existing regulations. | | 
| | 25X1A 
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Deputy Ixecutive for: Personn 


and Administration. ..:. a 
HOTE: This document is classified "SECRET" only because 
of the subject rather than the contents. 
. 
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EXECUDIVE FOR PERSONNEL AND ADMINISTRATION 
_)¢ | DEPUTY EXECUTIVE FOR PERSONNEL & ADMINISTRATION 
, PERSONNEL DIVISION | Weal | 
, FINANCE DIVISION ++— 
mas , SERVICES DIVISION ez | 
» SECURITY DIVISION ee pall 
____| CHIEF, PROJECTS SUPPORT DIVISION fle easy 
| CHIEF, COMMUNICATIONS DIVISION Neils cet | ; 
oe ot CENTRAL RECORDS —_ a Kae | 
es ee eee 
__ APPROVAL - __InForwrzoy, = RRO? REPLY 
“ACTION | RETURN | COMMENT 
RECOMMENDATION PREPARATION OF REPLY. a FILE 
__ SIGNATURE CONCURRENCE DISPATCH 
| REMARKS: | | 
2 4 25X1A 
a 
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PERSONNEL ACTIONS AFFECTING CIG CIVILIAN EMPLOYEES 
~ WHO ARE PAID FROM VOUGHERED TUNDS 25X1A 


1. Procurement 
a. The Personnel Division, P & A Branch, CIG, is charged with: 
Pee See eee APNG “an th the Pritt aes be. Ae eaet, 
(1) Maintaining current data showing authorized existing vacancies 
(both grades and positions) in all CIG offices end Staff Sections. 
(2) “lose and constant coordination with CIG offices and Staff 
Sections to determine priority of personnel requiruments to insure 


continued efficierit operation. 


(3) Obtaining from the Civil Service Commission approval of job 


classifications covering all CIG civiliah positions requiring 
such approval. 
(4) Determining, and maintaining constant contact with, all avail- 
able potential sources of qualified individuals to fill authorized 
CIG vacancies, Such contacts will be continually eaniel ved to the 
extent necessary to insure availability of qualified individuals 
_ to fill vacencies as they ocour. | | | 
(5) Close coordination with the Security Dvd ation, P & A Branch, 
| CIG, to smvedite to the fullest possible extent all action in. 
| connection with final security clearence of prospective employees. 
P . . (6) Initial contact with prospective employees and expeditious 
completion of all sania eteataigs: action nap anes to ae those 
| "te, found qualified to fill authorized vacmnocies. 
: 
| (7) Obtaining approval of appropriate Office or Staff seotion Head 
| PELOT to hiring any employee to fill an authorized vacancy, except 


for clerical and adninistrative positions in grades CAF=1 to CAF-5, : 


inclusive, which may be filled without reference to the Office or 


Staff Section concemed. 


SECRET 
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be Office endStaff Section Heads are charged withs 
(1) Initiating Foms No. 37-8 (Reoruitment Request) in triplicate, 
covering personnel requirements to fill essential authorized vagon= 
oles, and 37-3 (Personnel Action Request) in duplicate, Soyering, 
omployment of acceptable individuals, end routing the forms. to 
the Personnel Division for action. 
(2) Final interview and acceptance an rejection of prospective » 
employees to fill vacencies under their Jjurisdiotion, except 
clerical and paniatetratiys personnel tc be appointed in grades 
CAF=1 to CAF=5 inclusive. 
(3) Providing advice and assistance in the preparation of job 
classifications. | 
(4) Making no commitments regarding employment or salary to 
individuals who may be contacted directly prior to reference to 
Personnel Division. 

Processing Procedures. © 

a. Completed Forms 57 (Application for Employment) end 38-1 (Personal 
History Statement) will. be obtained from prospective employee by 
Personnel Divi sion. 

b. In cases where clerical and administrative positions in grades 
CAF=l to CAFe5 inclusive are involved, qualificetion of applicant 
to hold position will be determined by Personnel Division, end, if 

found qualified, Form 8-1 sent to Seourity Division for sevurity 
clearance. - | 
Os In cases other than those specifiod in par. 2b above: 
(1). Forms will be sent to Office or Staff Section when “wppropri.ate 
vacancy exists. ‘requesting recommendation for or against employment 7 
and, if acceptable, indication of grade and position to be filled. 
(2) Upon retum of papers to Personnel Division, if applicant is 
i a final determination of qualifications to fill grado | 
and position recommended will be made end Form 38-1 sent to 


wi B ieee 


| Scourity Division for security clearance, Sec ea 
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(3) Cases involving Aengroenont betwoon the using agenoy ond 
the Personnel Division wlll be sent, together with full statement 


of faots, to the Exeoutive Director for decision, - ly tke Eficuluce Cpe 
Pra eae ait ey am. cel nena cara usndf tthe P 
(4) Personnel Division will initiate all rejeotion noti 

applicants, 


a (1) Immediately upon receiving security clearence, action to com 
plete employment processing will be expedited by Personnel Division 


and employee assigned. 


(2). If Security Division recommends against employment, appro- 
priate notification will be sent to applicant by Personnel Divi- 


sion end case closed, 


(3) Any disagreement between Seourity Division and/or Personnel 


Division and Office or Staff Heads will be referred, to the Execu- 


tive Director for deci siong 11, The see Zhe Sy Te he Pa. - 


3. ae com Division will obtain sufficient information from the Senignt 
Division to keep budget restrictions on personnel procurement current at all 
times. Individual cases will not normally be referred to the Tene. vision 


for elearance, 


ae Approval of Personnel Actions. 
a. Delegation of Authority dated September 6, 1946, er ined by the 
Direotor Central Intelligence euthorized the Chief, Personnel Division, 
| to approve personnel actions for the CIG. It is the responsibility of 
} | the Chief se Personnel Division, | to ascertain that cIG ‘Policy and ne 
stendards established by the Civil Service Scum wes on are observed in 
i | connection with the employment of all vouchered civilim employees. 
be (1) The Chief, peseuden Division, P & A Branch, may ta&ce final 
| | | . sotion for the Director in cases involving grades CAF=1 to 12 
| | inclusive, and Pel ‘to P-5 inclusive, provided the head of the 


| | - interested Office or Start Seotion concurs. 


Ce ee meee ET 
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(2) The Exeoutive Director must approve for the Director final 
hiring in all cases involving grades from CAR-13 to CAF~15 

inclusive, and P=6 to Px8 inolusive. Concurrence of the head of _ 
the interested office or Staff Section will be obtained by the 
Persomel Division prior to presentation to the Executive Director. 
for decision. 

(3) Any doubtful cases and those involving di sagreenent between 

the Personnel Division and the Office or Staff Section Head con- ~< 


cerned, will be referred to the Executive Director for decision, 
Nw The dente th dest Ge PLOW 


Cw prere cA es , 
5. Transfers end Redlassifigatién of Positions. W, 


Action to secure reclassification of established positions and trens- 


fers of individuals between Offices or Staff Sections will be handled generally 
in the 3 manner as indicated above, except for security oheok, Vo acleai, 
on The pa 14. : area 8 wteltiade. ot Cofptes Pe 4 aeaal a Dfheeela ree ae i ce ae ef 


ee + hleedy rapes twAtie torilhin a thelys  ateade. Sone. 
‘f by Terminations. : i ‘ rel pea 


Request for termination of employment in the case of any employee 
will be initiated by the appropriate Office of Staff Section Head on Form S7=3, . 
and forwarded to the Personnel Division accompanied by a detailed statement of 
the reasons for recommending temiindtion. Upon receipt of such request, 


_ Personnel Division will take appropriate action in accordence with existing 


regulations. © 
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CENTRAL INTELLIGENCE GROUP | Ect NOR a CONFIDENTIAL . 
eae a Pee For Release 2001/07/16 : CIA-RDP81-00728R000100050044-1 } e 
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t > : 
from [to Toate [SSCSSCS™SCSSCS~SYSRO DATE Z 
ele DIRECTOR OF CENTRAL INTELLIGENCE ar ee ae CHIEF, CENTRAL REPORTS STAFF 
|_|. bEPuTY DIRECTOR, c.1.6. | we Europe-atrica Branch ieee 
|_| ___[- asststant To THE DIRECTOR ee ee ees ee Europe-USSR Branch 
[TC secretary, note. } P| Widdte East-india Branch 
|X |_|: Bxeoutive Director, CIG pT Far East-pacific Branch 
—hrese CHIEF OF OPERATIONAL SERVICES | sf TY Western tomisphere Branch 
b “Hae Aclv? 80 e Van aAraman AP as Gas ees 
te Cr ee NE Ss) ae eee 
| Tener, central PLANNING STAFF | | TaoministRative ofFiceR 
|| Policy & Review Branch {| Personne? Branch , 
: es hae Information Branch |: | [7] Budget & Fiscal. Branch 
: a Intelligence Branch - —-—— Administrative Services Branch 
L | fT security Branch TCdESC“‘iLSC«dC#*d entral Records 
: | LE support_ Branch aes ees eae) ecurity Bran See Soe oe 
_ REFERENCES: | ENCLOSURES: x ACTION DIRECT REPLY 
: RECOMMENDATION COMMENT 
: SIGNATURE FILE 
INFORMATION NOTE 
RETURN MATL 
w——___._ PREPARATION OF REPLY 
' REMARKS: Attached are =. 25X1A 
: 1. My pencilled note to MM dated 17 november on proposed ; 
; procedures governing personnel actions on vouchered funds. 
: 2. Your memo dated 19 November on same subject, 
S~- Memo from Mr. Saunders, Chief, Finance Division, dated 3 December 
l covering our criticisms. . . 
4. New draft of administrative order presented by Finance Division to 
_ be substituted for that previously submitted, 
| 5 Draft prepared by me which I recommend be accepted and published in 
lieu of the two previously submitted by P & A. 
: 
—25X1A 
i (Continue "Remarks" on back, if necessary) | 
. | TOP SECRET SECRET © CONFIDENTIAL ‘Gasstarcred) 
a i. . i (216-s) 
dis: 
& 
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19 November 196 


EXECUTIVE FOR 


MEMOLANDUM FOR 
. PERSONNEL AND ADMINISTRATION 


1. Attached mem 
should be referred to 


‘STATINTL 


STATINTL 


pias in its present form. It 
for revision under his super- 


vision. I concur in his remarks and add the following: 


&. Reference paragraph 2a, the authority should be cited, 
Also, paragraph 2 appears to be a policy statement; as such, it is 


incomplete. If infers that the Chief, Persomel Division, is the 7 
sole appointing authority within C.1I.G, 3 this is not so. 
ample, the Director or Deputy will pass on certain appointments; 


For ex- 


Assistant Directors or their representatives will have to concur in 


others; you are reviewing all appointments grade CAF-10, 
equivalent, and higher. If this is to be a policy state 


make it complete. | 


b. Paragraph 3a is vague along the same lines, 


the P grade 
ment let!s 


STATINTL 


Whenever STATINTL 


you publish a new administrative memorandum pertaining to any subject 
of previous administrative memoranda on the same subject, it should be 
referred to if the two are consistent, and if not consistent, previous 


memoranda should be rescinded or revised. 


Ce Instructions for transfers pe 6, this memo) are 


contained “in Administrative Order 


gor 


d. Also, has this Administrative Order been checked through- oe 
out against C.I.G. Administrative Order MR "Organization and ; 
Functions of the Personnel Division", particularly with reference to 


paragraph 7. 


é. Reference rejection of personnel, paragraph le, you have 
an unnumbered memorandum containing instructions on how rejections will <- 
be handled. To repeat, whenever a new administrative memorandum is : 
_ published it mst be thoroughly checked with existing adninistrative 
_ memoranda, numbered or unnumbered, adequate references made » and previ~ 


ous instructions rescinded if necessary. 


2e I understand you are working on a set of C.1I.G. 


regulations 


which will include all existing administrative instructions. Prepara~ 
tion of these regulations will be much facilitated if the procedure 
outlined above is followed. Also there will be much less confusion 


by the people attempting to carry out the instructions. 


"> 
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sige: . gt eee 
. 3. I have not made a complete check of this document against 
, , all previous administrative orders, but have only cited examples. 
Further search may reveal others. ~ 
STATINTL. 
Assistant Executive Director 
1 Incl. - Draft of 
| Administrative Order 
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Office Memorandum + unvrep states GOVERNMENT 


TO : Executive for Personnel and Administration DATE: 3 December 1946 
| : FROM +: Chief, Finance Division. 


SUBJECT: Procedure for Requesting Personnel Actions 
STATINTL 


This is in reference to ME nomorandun of 19 November 194TATINTL 
which contained various comments and criticisms regarding the draft of. 
& proposed procedure for Requesting Personnel Actions. This proposed 


procedure has evised along the lines suggested by 
and ie ;. the revised draft is attached hereto. Your STATINTL 


attention is directed to the following points; 


| ao 1. Paragraph « of CS memorandum requests that STATINTL 
I : specific authority be cited. This has been done in the 
revised draft. It is not intended that the attached should 
: be a policy order. The purvose and scope of this order is 
to instruct the operating officials so that they may request 
personnel actions on standurd forms in a uniform manner. The 
purpose of the parsgraph entitled "Authority" is to show the 
authority for the issuance of such instructions, and is not 
intended to be a complete policy statement. With respect to 
the authority to approve personnel actions, it is recognized 
thet it is necessary for the Deputy Director, Assistant 
Directors and their representatives to Pass on certain types 
of appointments before their final approval. However, the 
| responsibility for the final approval is that of the Chief, 
Personnel Division. The law (USC 43) provides that only the 
| ; _ head of an agency or his delegatee may approve personnel 
| actions, and although the Director, Central Intelligence in 
& Delegation of Authority dated 6 September 1946 vested this 
authority in the Executive for Personnel and Administration, 


the Chief, Personnel Division and the 4ssistant Chief, STATINTL 
Personnel Division, the Chief, Personnel. Division is the CIG 
revresentative recognized by the Civil Service Commission as 
| the appointing official for the OLONCY. STATINTL 


2. Paragraph b of issee een ed, memorandum requests that 
previous memoranda on the subject of recruitment be cited. 
So far eas we have been able to determine there are vo previous 
memoranda on the subject of recruitment. STATINTL 


3. Administrative order IMMMBMMhas boon cited in the revised 


draft in accordance with the request contained in Psaragravh c 
of | memorandume = 


duel 3, 
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STATINTL 


7 ses 4, Paragraph d of memorandum requests that 9 /ATINTL. 
‘ - Hu the Procedure for Requesting Personnel Actions be checked 
y ; throughout with CIG Administrative oer This has 

h) 


been done and there appears to be no conffict hpetween the STATINTL 
two orders.» | 


5e Paragraph ) 1 as menorandum requests that 


previous unnumbered memoranda on the subjeot of rejections STATINTL - 
be cited. This citation has been included in the revised eae 
draft. . 


6. The recommendations made in aaa note have 
been incorporated in the revised draft. 


($m) cD $0 Gam ND ores 10 GID GED aus Gems OSD me GP Ge Oe eee ore ae 


STATINTL 


EDWARD R. SAUNDERS 


: . oe , | Chief, Finance Division 
| | | | 
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CENTRAL INTELLIGENCE GROUP 
Senet A NTELUIGENCE (GROUP 
CIG ADMINISTRATIVE ORDER NOve.. 


PROCEDURES FOR REQUESTING PERSONNEL ACTIONS 
ere SE SP SSPE PST area Rear pncasesaPeaieneetiierand 


APPLICATION 


This order is applicable only to those personnel actions affeoting 
vouchered civilian employees of the CIG, » 


AUTHORITY | 


. Delegation of Authority dated September 6, 1946 signed by the Director 
Central Intelligence authorized the Chief, Personnel Division to approve 
personnel actions for the CIG. It is the responsibility of the Chief, 
Personnel Division, to ascertain that CIG policy and the standards 
established by the Civil Service Commission are observed in connection 


with the employment of all vouchered civilian employees 


RECRUITMENT 


i¢ 


&- The Personnel Division will conduct a recruiting program to provide 
qualified personnel to meet the needs of the agency and will make 
or clear all initial contacts with individuals under consideration 
for employment or assignment to CIG. It is recognized that, in 
recruiting certain specialized types of personnel, operating 
officials will wish to make direct contact with applicants whom 
they know to be proficient in particular fields of endeavor; 
arrangements for such direct contacts may be made with the 
Personnel Division. However, no official of an operating office 
or branch is authorized to make definite Cconmitments to an 
individual regarding employment, salary, etc., without prior 
clearance from the Personnel Division, nor will comnitments be 
made to military or naval personnel for employment in a civilian 
capacity without prior clearance and approval of the Chief, 
Personnel Division. 


be The normal procedure for the recruitment of civilian personnel 
will be as follows: 


(1) The operating office or branch will advise the Personnel 
Division of its personnel requirements on Recruitment 
Request Form No, 37+8, in line with established personne] - 


ceilings. 
(2) The Procurement and Assessment Section, Persomel Division 
_ Will arrange initial interviews with potentially eligible 
individuals and where they appear to be gualified will 
arrange for them to be interviewed by an official of the 
operating branch. 


~~. 
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a (3) An applicant found to be suitable by the operating branch 
will be returned to the Procurement and Assessment Section, 
Personnel Division, and his employment may be requested by 
initiating Form No. 37-3, Personnel action Requeste 


4. SECURITY CLEARANCE AND APPOINTMENT 
ence tance NS MN 


& Prior to appointment, all personnel must receive security clearance 
in accordance with CIG policy and regulations. 


' be When a qualified candidate for a position has been found, and the 
office or branch has requested his employment on Form No. 37-3, the 
Personnel Division will secure application Form 57 in duplicate, 
unless these forms have been previously secured by the office or 
branch, and will have the individual execute Seourity Form No. 38-1, 
Personnel History Statement, . . . 


Oe Security Form No. 38-1 will be forwarded by the Personnel Division 
~ to the Security Division, and used as a basis for & thorough 
investigation of the individual. Upon completion thereof, the 
Personnel Division will be advised of the approval or disapprovale 


de Upon notification that the individual is acceptable from the 


for review and approval as to availability of funds and compliance 
with agency personnel ceilings, . 


ee After review and approval, the Budget Section will return the Form 
Nie 57-3 to the Personnel Division for review and evaluation of the 
position by the Classification Section and/or an evaluation of the 
qualifications of' the individual by the Procurement and Assessment 
Section. 


P : 
f. Upon favorable decision by the Classification and/or, Assessment 


&e If the appointment of a prospective employee is disapproved for 
security or other reasons, the Form No. 37-3 will be returned to 
the initiating officer and the Chief, Personnel Division or the 


instructions contained in a memorendum dated 7 November 1946 Signed 
by the Executive for Personnel and Administration, initiate ang 


> 
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6. REPORTING FOR DUTY--NEW EMPLOYERS 


&. New employees will be notified by the Trensactions Seotion, 
Personnel Division when to report for duty. Upon reporting 
for duty they will be given the oath of office, scheduled for 
physical examination, and advised how to make necessary 
arrangements for salary, allotments, withholding tax, bond 
deductions, eto, 


be Prior to directing the employee to report for duty to the 
administrative officer or other appropriate official of the 
office or branch in which he is to be employed, the Transactions 
Seotion will arranze appointments for the individual with the 
Security Division for the purpose of seouring an identification 
badge, taking security oath and receiving security indoctrination. 


6. TRANSFERS 
Ghd atcha nba 


& Transfer of personnel from one duty station to another shall not 
be made without prasr approval of the Chief, Personnel Division. 
Requests for such transfer should be initiated by the Office or 
Branch Chief on Form No. 37-3 and forwarded to the Personnel 
Division. 


be Transfer of personnel between operating sections, divisions, 
branches or offices, or details exceeding 90 days shall not be 


approved in writing by the Assistant Director, his Deputy or his 25X1A 
Executive Officer,in accordance with the procedure outlined in 
Administrative Order prior to initiating the request on 

Form 37-3 anda copy of the approval must be attached to the Form 

No. 57-3. The Personnel Action Request will include a description 


Which involve the establishment of new positions. Form No. 37<3 
will be approved by properly designated officials of the olfices 
or branches concerned and forwarded to the Personnel Division, 


Ce The Personnel Division will ascertain that all pertinent documents 
are attached and will route the Form Noe 37-3 to the Budget Section 
for review and approval as to the availability of funds and 
compliance with agency personnel ceilings, 


d. After review and approval, the Budget Section will return the Form 
Noe 57-3 to the Personnel Division for review and evaluation of the 
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©. Upon favorable decision by tho Classification and/or, Assessment 
Sections, the Chief’, Personnel Division will approve the Form 
Noe 57-3, issue a Personnel Aotion N tification, md make 


appropriate distribution thereof's 


f. In case of disapproval of the Personnel Aotion Request, the 
- reasons for the disapproval will be noted on Form No. $7-3 and 
returned to the initiating officer. 


Te CLASSIFICATION OF POSITIONS AND PROMOTIONS 


a. Requests for promotion of employoes or raclassification of 
positions will be initiated by properly desipnated officials 
of the operating office or branch on Forin No. 37-3 and 
forwarded to the Personnel Division. 


be The Personnel Division will ascertain that all pertinent 
documents are attached and will route the Form Noi 37-3 to 
the Budget Section for review and approval as to the 
availability of funds end coyipliance with agency personnel 
celilingse. 


sc. After review and approval, the Budget Section will return the 
Form Noe 57-5 to the Personne] Division for review and evaluation 
of the position by the Classification Section and/or an evaluation 
of the qualifications of the individual by the Procurement and 
Assessment Section. 

| ProcenemarTt ANG 

do Upon favorable decision by the Classification and/or, Assessment 

Sections the Chief, Personnel Division will approve the Form Noe 


57-5, issue & Personnel Action Notification and make appropriate 
distribution thereof, 


@. In case of disapprove). of the Personnel Action Request, the 
reasons for the disapproval will be noted on the Form No. 37-3 
and returned to the initiating officers 


f. Automatic within grade salary ircreases will be effected by the 
Personnel Division in accordance with statutory requirements and 
no action on the part of the operating offices or branches will 
be requirede 7-3 


Si 8. TERMINATIONS 


a. <A request for the discharge of an employee may be initiated by the 
office or branch chief on Form No. 37-3 accompanied by a full 
explanation as to why the discharge is recommended. The Personnel 
Division will review the circumstances in each case and action 
will be taken in accordance with applicable regulations. 
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CENTRAL INTELLIGENCE GROUP 
eaeeaaiarhaeiateatemndiamen ana ne 
CIG ADMINISTRATIVE ORDER NO, 
OT TT ONT eO Re embetemmtente 
PERSONNEL ACTIONS: re cIG CIVILIAN EXPLOYEES 
WhO’ ; 


de Proourement 
Be The Personnel Divieton, P & A Branch, CIG, 4s charged with: 
(1) Maintaining curront data showing authorized existing vacanoles 
(both graden and positions) in ali OG of flees and Staft Bootions, 
(2) Close end constant coordination with CIG offices and Staff 
Seotions to dotormine priority of personnel requirements to insure 
continued officient operation. | 
(3) Coteining from the Civil Sorvice Commission approval of job 
clasaifications ovring all CIG oiviliah positions requiring 
tah approval. | 
(4) Determining, and maintaining constant contact with, all availe 
able potential sources of qualified individuals to £111 authorized 
CIG vaanncies. Such contacts will he continually exploited to the 
extent necossary to insure availability of qualified individuals 
to £111 vacencies aus they ocour, | 
(5) Close coordination with the Security Division, P & A Brench, 
CIG, to expedite to the fullest possiblo extent all action in | 
connection with final security clearence of prospective employees, 
(6) Initial contact with prospective amployees and expeditious 
coypletion of all administrative setion required to employ those 
found qualified to fill authorized vacencies, 
(7) Obtaining approval. of appropriate office or Staff Seation Head 
2 prior to hiring any employee to £111 on authorized vacancy, except 
f aa , for clerical and adniniotrative positions in grades CAF=1 to CAF=5,_ 
- | inclusive, which may be. filled ri thout reference to the Office oF | 


: start Section contemed, 
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ioe oe be Office mdStaff Seotion Heads are churgod with: 
: (1) Initiating Pome Noy 37=3 { focrul tment Request) in triplioste 


covering personnel requirements to {111 essential authorized’. x n 
oles, and 37@3 (Personnel Action Request) in duplicate, sovertné 
—onployment of acceptable individuala, and rou oe the forms ‘to 
the Personnel Division for action, | 
(2) Final interview and aoceptance or rojection of prospeotive 
employees to M112 vacancies under their jurisdietion, oz coept 
clerical ond administrative persomol to be appointed in grados 
Ee 4 CARL to CAPS inclusive. 
| (3) Providing advice and assistance in the preparation of job 
Olaasifioutions. . 
(4) Mating no comaitments rogarding employment or salary to 
individuals who may be contacted drectly prior to reference to 
Personnel Division, 
a 2 Processing “cedures: 
S» Completed forms 57 (Application for Tmployment) and 381 (Personal 
“History Statement) will be obtained from prospective eipioies by 
Personnel Division. 
be In onsos whore clerical ond administrative positions in grados | 
CAFel to CAF inclusive are involved, qualification of applicant 
to hold position will be determined by Persomel Division, and, if 
found qualified, Form B~1 sent to Security Division fop-Aewusite 
clearance. 
Oe In cases other than those specified in par. 2b above: — 
| (1) Forme will be pent to Office or Stare Seotion when sp propriate 
" Vacanoy existe roquosting recommendation for or against employment 
7 | i and, if acceptable, indication of grade and ‘position to be filled, 
| | | (2) Upon retum of papers to Personnel Division, if applicant is 
acceptable, final determination of qualifications to fi11 grade 
and poattion recommen ded will be made amd For 38-1 sent to . 
: ; Seourity Division for security Slenranees: 


wy Rati pe 
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(8) Cases involving disagreement betyeen the ‘Using agenoy and 
the Personnel Division will be sent, togothor with full statement 
of facts, to the Exeoutive Director for decision. 

(4) Personnel Divieion will initiate all rejootion notices to 


applicants, 


de (1) Immediately upon revolving seourity clearance, action to com 
plote employment process ing willl be expedited by Personnel Division 
and omployee assigned. 


(2) If Security Division recommends against employment, appro- 
priate notification will be sent to applicant by Personnel Divi- 


sion sand case closed, 


(3) Any disagreement betwoen Security Division and/or Personnel 
Division and Office or Staff Heads will be referred to the Rxrecu- 


tive Director for decision, 


8 Personnel Division will obtain sufMcient information from the Budget 
Division to keep budget restrictions on personnel procurerent current at all 
times. Individual cases will not normally be referred to the Budget Division 


for clearance, 


4. Approval of Personnel Actions. 

Be Pelegation of Authority dated September 6, 1946, signed by the 

Di rector Gakteal Intelligence authorized the Chief, Persomel Division, 

to approve personnel avtions for the GIG, It is tho responsibility of 

the Chief, rersonnel Division, to ascortain that CIG pelioy and the | 

standards established by the Civil service Comai saion are observed in 

connection with the employment of all vouchered civilim employees. | 

b. (1) The Chiof, Personnel Division, P & A Branch, nay teke final 
action for the puSerer in cases inpiving grades CAFel to 12 
inclusive, and Pel to Pah inclusive, So the head of the 


cs 
interested Office or ‘Start Seo t4on conourse 


| . SECRET | 
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(2) The Sxeoutive Director mut approve for the Director Mnal 
hiring in all cases involving rrados from CA13 to CAP416 


inclusive, and Px to Pa8 inolusive. Concurrence of the head of 


the interented Office or Staff Section will bo obtained by the 


Al: Division prior to presentation to the Uxeoutive Dlreotor 
for decinton.s 


(3) Any doubtful cases and those involving disagreement betyeon 

the Yersonnel Division and the (ffico or Staff Section Head cons 

cerned, will be referred to the Executive Director for decision, 
%, Trensfors end Reclassification os Positions. 


Action to sooure reclassification of ostablished positions and trms~ 
[ fors of individuals between Offices or Staff Sections will be handled generally 


in the sane manner as indicated above, excopt for security check, 


| 6. Terminations. 


Request for termination of employment in the case of any employes 
will be initiated by the appropriate Office of Staff Seotion Hoad on Form 37-3, 


and forwarded to the Personnel Division acoompaniod by a detailed statoment of 


the reasons for recommending tormination. Upon receipt of such request, 


Personnel Division will take appropriate action in accordance with oe 
regul ations. 


: 7 tang Ahag ee | SECRE a 
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a | | | -— ORNTRAL INTELLIGENCE GROUP 

C.I.G. ADMINISTRATIVE oy; 

i | | PERSONNEL ACTIONS AFFECTING CIG CIVILIAN EMPLOYEES 

i 7 WHO ARE PAID FROM VOUCHERED FUNDS 
i ‘ Ot LE eS Eee Pama eatsenniearesneritenietrtamewe 


1. Procurement 

a The Personnel Division, Personnel and Administratimgs Branch, CIG, 

| is elisnned with: 
(1) Maintaining, in coordination with the Finance Division, current 
data showing authorized existing vacancies (both grades and positions, 
in all CIG offices and Staff Sections. 
(2) Close and constant coordination with CIG offices and Staff 
Sections to determine priority of personnel requirements to in- 
Sure continued efficient operation. 
(3) Obtaining from the Civil Service Commission approval of job 


classifications covering all -CIG civilian positions requiring 


such approval. 
(4) Determining, and maintaining constant contact with, all avail- 
able potential sources of qualified individuals to fill authorized 
CIG vacancies. Such Sena will be continua exploited to the 
extent necessary to insure availability of qualified individuals 
to fill vacancies as they occurs 
. (5) Close coordination with the Securdty Division, Personnel a 
: | Administratiae Branch, CIG to expedite to the fulle st possible 
extent all setion in connection with final security clearance of 
prospective employeecse 
(6) Initial contact with prospective employees and expeditious 
completion of all administrative action required to employe those 
: . found qualified to fill authorized vacanciese | 
(7) Obtaining approval of appropriate Office or Staff Section’ 
Head prior to hiring any employee to fll an authorized vacancy ,, 
except for clerical and administrative positions in grades CAF~1 j 
to CAF-5, inclusive, which may be filled without reference to the j 
Office or Staff: Section concernede. 
be Office and’ Staff Section Heads are 5 bhetecd ae 


{1) Initiating Forms Noe 37-8. (Recruitment Request) in triplicate, 


cies, and 37-3 (Personnel ction Roquest) in duplicate, covering f 


{ 
( 
f 
f 
: 
| 
| 
i ae : a ae covering personnel requirenents ue fiL. essential authorized vacan- 
| 
: 
: 


ner e To ent of acce tab the forms to 
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‘the Personnel. Division: for actions 
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(2) Final interview and acceptance or rejection of prospective 
employees to fill vacancies under their jurisdication, except 
clerical and administrative personnel to be appointed in grades 
CAF-L to CAF~5 inclusive. 

(3). Providing advice and assistance in the preparation of job 
classifications. 

(.) Making no Senitnents regarding employment or salary to 
individuals who may be contacted directly prior to roferonce to 


Personnel Division. 


Processing Procedures. 


a Complete Forms 57 (Application for Employment) and 38-1 (Personal 


ter 


_ In cases other than those specified in par. 2b above: - 


History Statement) will be obtained from prospective employee by 


Personnel Division. 


, In cases where clerical and administrative positions in grades 


CAF=1 to CAF=5 inclusive are involved, qualification of applicant 
to hold position will be determined by Personnel Division, and, if 
round qualified, Form 38-1 sent to Security Division for security 


clearances 


(1) Forms will be sent to Office or Staff Scetion when appropriate 


vacancy exists requesting recommendation for or against employment 
and, if acceptable, indication of grade and position to be filled, 
(2) Upon return of papers to Personnel Division, if applicant is 
acceptable , final determination of qualifications to fill grade 
and position recommended will be made and Form 38-1 sent to 
Security Division for security clearance. 

(3) Cases involving disagreement between the using agency and 

the Personnel Division will be sent by the Executive for Personnel 


and Administration, together with full SsuavemenG of facts; to the 


Executive’ Director for. ONG LEE ON “af the exe cubave for Personnel 


Ip 
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requesting office. 


(2) Inmedi ately upon poco ane security clearance, action to com— 


and Administration cannot arrive at an siuaeeecaane with the 


(4) Personnel Division will initiate all rejection notices to — 


applicants. 


plete et processing will be expedited by Personnel Division. 


Lat 
pee 
iv 

‘ 


and omploy Foe assigned. 


‘3S “SECADT ai 
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( If Suvurity Division rocommends against employment, ppro- 
priate notifiention will be sent to applicant by Personnel Division 
2 : | and caso closod. 
a - (3) “Any ‘disagrooment between Security Division and/or Personnel 
Division and Office or Staff Heads will be referred to the Execu- 
; tive Director for decision, in the event the Executive for 
| Personnel and Administration cannot arrive at an agreement with the 
requesting office. 
3e Fersonnel Division will obtain sufficient information from the 
Minance Division to keep budget restrictions on personnel procurement current 
at all times. Individual eaeeeatt not normally be referred to the Biiente 
Division for clearances 7 
4» Approval of Personnel Actions. | 
.» Delegation of Authority dated September 6, 1916, signed by the 


Director Ccntral Intelligence authorised the Chief, Fersonnel 


Division, to approve personnel aebions for the CIG. It is the 
vesponsibility of the Chief, Personnel Division, to ascertain that 
2G policy and the standards cstablished by the Civil Service 
Comission are observed in connection with the employment of all 
voushered civilian employees. | . | 
be (1) The Chief, Personnel Division, Peechod and Raia eas 

: Branch, may take final action for the Director in cases involving . | 

7 | | aides CAF-L to 12 inclusive, and P-1 to P-5 inclusive, mo- ; 

4 | vided the head of the interested Office or Staff Section concurs. 
(2) The Executive Director must sanbove for the Director 

final hiring in all cases ierciiine Bpstas from CAF~13 to 

CAF-15 inclusive, and P-~6 to P-8 inclusive, Concurrence of 

ths head of the interested Office or Staff Section will be 


obtained by me Personnel Division prior to presentation to 


the Executive Director for decisions 


(3) Any doubtful cases and those involving disagreement between 
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the Porsonnel Division and the Office or Staff Section Head 


concerned, will be referred to the Executive Director for 


(me Ss decision, in the evene the Executive for Personnel and 


pete ER eae te 


Administra ation cannot reach a staisfactory agreenont with 
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the “requesting offices 


So Transfers and Reclassification of Fositions. 


. Aetdon to secure reclassification of established positions and 


pooner fo eae ORS iGO TEASE OHIPIWM ons 1 
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oo handled generally in tho same manner as indicated above, except for 


security check. No action on the part of individuals or Office and 
Staff Heads is required to offect automatic within grade salary increases, 
6, Terminations. 

Request for termination of employment acts case of any 
employee will be initiated by the appropriate Office of Staff Section 
Head on Form 37-3, and forwarded to the Fersonnel Division accompanied ~ 
by a detailed statement of the reasons for recommending tcrmination., 

Upon receipt of such request, Personnel Division will take appropriate 


action in accordance with existing regulations. 
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FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
Deputy Lxocutive for Personne’ 
mnd Administration. ... y 
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HOTE: This document is classified "SECRET" only because 
of the subject rather than the contents. 
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